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1. Requesting Agency

^ESHBOTOH SUBBRBAH SANTTA&T OOSSISSKSl

2. Division or Bureau of Requesting Agency

moss am&crim OFFICE
3. Authorization Requested (Check only one of the squares below).

1"~ Dispose of present accumulation. No
additional accumulation is antici-

pated. Records have ceased to have value
to warrant retention.

B
Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

CQSTBAGT F™*

The contracts used i n t h i s of f ice are Labor, Formal and House
Connection* The f i l a consists of a form, Specifications and a plan*
The form E-$l? (8$" Z XL") l a an itemised dal ly house oonneotlon
report with a sketch on the back shoving the t i e s * This fora baa
been discontinued and replaced t i l th the plan* The specif ications
are pnllsd from the f i l e a f ter a Job i s completed* Here they are
considered non-record within the meaning of the statue governing
non-record material (Art. 2*1, See, 1$$, Annotated code of 19SD«
(See Schedule 76, Item 2 , Folder 3) Tho material i s f i l e d by
contract nuntoer and the Labor contracts occupy 6 coble fee t ) Fonaal,
12$ cubic f e e t ; and Souse Connection, 7& cubic feet* The f i l e l a
duplicated i n the Construction Office* The contracts are retained
i n t h i s of f ice for making house connections of water and sever,
u n t i l the job i s eoxaipleted* The plan I s the only material retained
pertaanently* The annoftl rate of accmsailation I s Tory «*"»T*T

BEOOfWESDATIONJ BETAIH FXAB5 PEEHkHEHTLY* FKTA"PT,, OTHER fiATA THREE
( 3 ) IEABS AHD THEH BE5TBCT* . '

QEHERaL FILE

This f i l e consists of Correspondence, Reports, Work Sheets, etc*,
as foXLowst

(a) Hater Letters - This folder consists of Corres-
pondence pertaining to requests far installation
of water notars.

(b) Correspondence - Interoffice B-50*

°^P\ - «

7. Agency, Division or Bureau Representative

*6/C/(fA/Q_ —Snjwwyf ^yp m. R^wpfl S^|<y^ji Slnpfaimtihm' ?"\9 l ? 5 t
Signature Title Date

Schedule Authorized as Indicated in Col. 6 by Hall of
Records Commission. •

io fi A
7 /Dot!^

fW^^&§Uj£ mum
Archivist *^ Date

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works. •

Secretary
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
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(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

(c) Special Souse Connection Jobs - Form £~30? i s a spoda
XSORest fOT & hottS6 Connection*

(d) Becpisitlons «• This unx abered fora i s used for jtar-

*» This unnunbox̂ dd fora consists
i Jobs supervised by the ConariLsfflof active constraotioi

for Sagr labor*

(f) Cost Lstters - This folder consists of correspondence
pertaining to cost of installing water and sever
connections*

(g) Dally Work Order Sheets - This fora C-101-A shows
location «*H*y T^tflriAl nf**1«

(h) CoqplBted Cost &>b * The fora £-720 consists of descrip-
tion of work, cost of labor^ satcrial, transportation
aad street patch*

(i) ft<1lAd Work - This smnunbered fozn consists of naae9
address* description of work and cost* ,

The material i s filed by subject axd occupies 6 cubic feet for the
Tears 191*2 to date* The annual rate of accumulation i s l£ cubic
foot.

SSGGB&EHDATIQS* BETAIH THBES (3) IR^RS AHD THSI DESXEOI.

This f i l e consists of tt» foUovlngt

1 , s a l l y Attendance fioport - This tmnanbored fora i s made
dai ly i n duplicate and a copy sent to the Construction

•X":- Qfflee*

2 . Weekly & Konthly Beports - This uauuialwrwd form (8§" X
11") consists of the Bomber of house connections made*
I t i s a l so made In dnjl icate and the copy sent to the
Constraction Office*

3* Weekly Beports - This tmnunberod fora (8I1* 1 1 1 " )
consists of the mff"i»»p of <waplgtff1 seter settings* —
i s nods i n dsplicatOf the copy i s sent to the Conmtroli-
er*e nfr1iffft»

lu Beter Shop Beport - This fora E-313 ($" 1 8 s ) shows the
; ODaber of asters draun from the aeter shop. This fora

i s duplicated i n &* Maintenance and Operation Sivisios •
The qrtffrial i s f i l e d by subject and occupies 3/h coble
Toot, In the off ice area*

ngnrBn^mtTTra. HETAIH THESE (3 **& ASP THEH PESTBOI.

lflt<, ^ ^ ^ ^

cz.
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
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PORBHAH'S BEPOST

This form, & card &-8£6 (5* X &*), i s a weakly report of water and
sever services* It shows tho date* contract amber, subdivision
and services* This inforaation i s posted to the Weekly Beport*
The aaterial i s filed by the aonth for the years 1953 to date, and
occupies y/h eubio feet* Tha annual rate of aoctsaulation i s y&ry

RBGCHHEHD&flOHt BEIAIS FOB THREE ( 3 ) XE&BS USD THEM DESTRQI.

MEEKLY BEPOBT

This t&B98s&)6red form ^83* X XI") c o n s i s t s of house connections
^nftfrninqfl by the Cossaission ^pd Oontx^&otors* The infonaation on
too Foreman^ fieport I s posted t o t h i s fora* The oa ter ia l i s f i l e d
by subject i n the niscellaneoua f i l e for the years 1953 to date , .
and occupies 1 folder* The annual rate of accusailation i s very

HECQHMEHDATIOni fiEXAIN PEKUEfflirLT.

OR&DE CABDS

This unnumbered fora (5" X 8*) shews the e l eva t ion for s e t t i n g the
meter* It shows the location, date* *te* The aaterial i s filed by
subdivlaion and occupies k& cable feet for the years 1552 to data*
The annual rate of aecunal&tion i s 2 coble feet* There are no
duplications*

REOCSSEHEULTIOHl BETAIH PE2HAHESTLX*

FCgEHAH JODS

TMs f i le consists of a form £-529 end & plan both of which are
described in the Contract Pile of this Schedol©, 2&em 1* These
are jobs by tie Conndsaion Fcranan and retained for reference. Tbs
Bfftfffri/*!. i s filed by the Fcsreoan's nsane <ST*1 occonies 1^ fft1 *̂* feet*
fh*t annual r a t e o f ftffTinip^atAffn i s T^ry BTfflTHi

HKCOHHEHDATIOJJi SSShJS FEBBASBSBXm
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